GAS Manual for Applicants

The Montana Department of Commerce — Big Sky Economic Development Trust Fund (BSTF) —
Category Il — Planning Projects and the Montana Community Development Block Grant —
Economic Development (CDBG-ED) Planning Projects will be accepting applications through the
State of Montana Grants and Loan on-line system.

WebGrants Registration Instructions

Read ALL instructions before registering!

Go to the following website https://fundingmt.org to register yourself and the organization you
work for, click on “Register Here”. If there are multiple people working for the same
organization that is applying for the Department of Commerce — Business Resource Division’s
(BRD) program, only enter the primary contact person for that organization. Additional people
can be added to the organization after the primary contact person gets the login information
from the WebGrants system.

~ Grants and Loans

System Compatibility

é\\ Log In

Login

- New te'WebGrants - State of Montana?
Login )
Register Here

Forgot Password?

mt.gov

Funding Opportunities Offered by Montana State Agencies
Search Here

Announcements

Funding Cpportunities Offered by Montana State Agencies
Search Here

You do not need to regisier for Search access.
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https://fundingmt.org/

Mo

a Help

{%3 Storefront Opportunities

Funding Opportunity Details

Grants and Loans

C@Back

For Additional Information and to ApRly - Login | Registephto fundingmt.org

e Complete the required information on the form and then click on “Register” at the top
or bottom of the form. The titles with a red astrisk by them indicate the field is

required.

'_'_i}_,] Register

Personal Information

I"Iame:“‘:||,.l|,.|r v| |

you most interested in?:

Salutation First Name Middle Name Last Name
Email:* | |
Address:* | |
| | |Montana V| | |
City State/Province Postal Code/Zip
Phone:* | | | |
Phone Ext .
zerzzs-zaes ' Do not enter dashes in the phone & fax numbers.
What Agengy’s Grant Programs are De -
partment of Agriculture v . 5
| & Click on the little down arrow and

Organization Information

Name:* |

| select “Department of

Organization Type: | City Government

Organization Website: |

Address:® |

5 Commerce”.
|
|
|
|
| |Montana V| | |
City State/Province Postal Code/Zip

Do not enter dashes in the phone & fax numbers.
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e Continue completing the Organization Information then click on “Register” to submit
your registration. The Department must approve your registration before WebGrants
will send you your User ID and password. This process may take several business days
to receive your login information, so please be patient.

To add people to your organization

e Select the organization name under “Associated Organizations” to add people to your

organization who have not registered under the Webgrants system before.

I'i’:'_‘_,"fﬂenu| 5 Help | Mch Out
8 My Profite

My Profile

Name:™ s

Title:
Email: |huff@mt.gov
Address: 302 N Roberts
2nd Floor
Room 215

* Helena

Phone:*  40B-444.0662

Associated Organizations

State Govarnment

Type
Dt of 8igile Far-Prafit Company

‘\_.-3] Back |
John
Firat Hams Middle Ham=
Montana
StatePravince
Website

war O ramitororguC o

D8E20

Postal Code'Tip

Phane
AFF-F3E-ETO0
A0E-444-B76F

| (& Edit|

My Alerts | Reset Password

Doe

Laak Mams

Last Edited By: Zach Dwe

City State
Slanasvilla Wirginia
Helena Maniar

e Then select “add” under Registered User to create a user in WebGrants for your

organization.
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e‘]‘Menu | B Help | "ﬁLug Out
£ My Protile

Grantee Organization

Organization Information

Maim ai
Drganization Type:

Drganization Website:

Grantee Organization
Out of State For-Profit Gompany

WY rantorong.com

ﬁisacm

I 3 Edit|

Last Edited By: Systern adrministraton, 106252008

Address: 578 Main =t
15t Floor
" Stoneswlle Virginia 84111
iy stata/Provines Postal CodefDp
Phone:  456-538-8700
Ext.
S
Fax: 301-538-8083
Registerad Users
Hame Emiail Phaone City State
John Oae Inutamt.goy A06-444-9562 Helena Montana
4 griesi jdeyton@mt.gov 406-444-9562 Helena Montana
Sunzhing Maoahn Inurtgmit.goy 406-554-5135 Helena lontana

Remave

Remaoe
Remaowe
Remove

e Complete the form with the contact information for the person you are adding and click

on “Save”.

g]'l."lenu | B Help | '@Log Cut
8 My Profile

My Profile

Hame:

Title:
Email:*

Addrass:®

Phone:*

o
“og) Back |
Mr. % First Mame Last Name
Salutagon  Firse Mama Middla Mama Lazt Nama
email
address
ciby | Montana ~ | ap code
[=1.% Stame/Frovince Posiz| CodefZip
phone [ do not use hyphens
Phiona

B e

S

e You can view your organization information and see that you and the new registered

user are now associated with the organization.
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' ~ Grants and Loans
Mvw{}uaﬂ/

Menu | Help | g& Log Out 5 Back | | 5 Edit|
~
& My Profie

Grantee Organization
Orpanization Information
Name:  (Graniee Organzaion
Organization Type: Oyt of State For-Profit Company
Organization Website:  wiyw, grantororg.com
Address:  £TE Main st

15t Floar

© Stonesville Virginia 44119
States Provincs

Citw Postal Cods/Zip

Fhune:  456-538-9700

Ext.

Fax: B01-538-8868

La=i Edited By: System Adminisirator, 10282002

Registered Users Add
Name Email Phone City State Remaove
=1 anderson e pa@miLgoy 400-444-9909 bnzaman Wentana Ramorg
Iohin Ooe T 405-232-9562 Helkena Klontana Remoye
4 grTest |dayiongE@mi.oov 406-444-9552 Helena Montans Aamors

CAUTION: Only the primary contact for the organization should
be adding and removing people from the organization.

This feature allows the primary contact to add people to the WebGrants database, however
when you select “Remove” this removes the person from the organization not the WebGrants
database. Once you added a person to your organization, he or she will get an email from
WebGrants giving them their User ID and Password. BE AWARE, if you add a person you
previously removed, you are creating a duplicate record in WebGrants database. Please
contact the Department of Commerce to re-associate a person that you removed from your
organization.

If you are already entered into the system, you do not have to re-register. If you are already
registered and want to be associated with another organization, then the primary contact
person for the organization should email sleferink@mt.gov authorizing the person to be

granted access to the application

Please contact Sue Leferink, Computer Support Specialist, at 406-841-2721 if you have any
guestions or problems with registration process. Thank you!
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Log-on to the Webgrants system

e Once registered in the system, then enter the User ID and Password as assigned by the
system.
e The Main Menu looks like:
fﬁ]'ﬂenul EHepl '%;_]ch out "\.:-J}Bac,l-.l |
% Welcome Quick Navigation
Main Menu
Ciick Hedp giove o view nsiiclions. Go fo "My Frofie” o reeel fasssond
:’lk Grantee Instructions general information about WebGrants
B My Profile update account
"l._ﬂ Funding Opportunities  start 2 new spplication
{&5 My Applications manzge curent applicetions
ik Wy Granis MENEGE Gran
e The main menu is the first page of the application when you log in. The main menu will

take you to the modules of the application. Each module is explained below:

Instructions:
This link displays a high-level instructions page describing all the screens in the
application.

Funding Opportunities:
This link displays all currently posted opportunities, you may create and submit an
application for each opportunity.

My Applications:
All previously created applications can be found in this module.

My Grants:
All grants can be found here, you can also create status reports, request claims and

communication with the grantor in this module.

My Profile:
You can update your contact information in this module.
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Couple basics:

e Any text in the database highlighted with blue is a link. This is what you click on.
e Use the database Back button, not your internet browser back arrow.

-

- w'=hGrants - State of Montana - Windews |nlernet Fxplarer

" Ed |:_https_';.l-nﬁn:hgnt.mg'_.-._r||. iniey. do TopportunityPle=1 S35 49085500 vl 3 | i [+ | = |._.\;

dic  Wew Fewontes  Took  Help

By~

To Favorhes | @ Webirarks - Steke of Moritana

L

Grants and Loans

Menu| Bl Help | S5 Log Out <y Back |
~a

4| Funding Opportunities

e The system does not have a spell checker. You are welcome to prepare the narrative
information in Word. If using Word, it is a two-step process to insert the data.
o Copy the word data.
o Paste the information into the application using the Word button (clipboard with
Word icon).

Project

Describe the proposed activity.”

Font Family ¥ Font Size B I

(=]

EE|EE|IFF| LR A-Y- = Iﬁ’l

o Adialogue box will open. Copy the data to the dialogue box and hit insert.

= Paste from Word - Windows Internet Explorer

Paste from Word
Use Ctrl+V on your keyboard to paste the text into the window.
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Funding Opportunities

To find the program to which you would like to submit an application, select the Funding
Opportunity from the Main Menu.

e The Current Funding Opportunities will provide a detail list of all the grants currently
available through the on-line application process.

e The BSTF Cat Il and CDBG-ED Planning Projects can be found at Department of
Commerce.

Applications

e Once you selected a Funding Opportunity, you can review the Opportunity Details about
the grant. There is also a link to the complete paper application in pdf form at the
bottom of the page.

e Applicants can either start a new application or copy an existing application.

‘_j Funding Opportunities

Current Applications

appear below. To start a new application for this opportunity, Click the Start a New Application link or to copy data from an

Any pri y created appl
old application, click on the Copy pplicatior .
D Application Title Status

D

10289 TEST Editing
——
Opportunity Details Copy Existing Application | Start a New Application
10275-DOC - Test - BRD - BSTF - FY13 e

General Information:

e In this section, the applicant would add the Project Title (which will carry through-out
the application)

e When the applicant registers, there is an opportunity for multiple people to be
associated with this organization. This is where you could change who are the primary
contact and/or organization. However, they must be registered and associated with this
organization.

e Once you enter the information, then click save on the menu ribbon.
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Menu | Help | Log Out 5 Back |
)

Instructions

Fill out the form below and click "Save". Once completed and saved, click on the "Go to Application Forms" link to continue completing the rest of the application. Pick the
appropriate Primary, Additional and Authorized Officials. If additional contacts or authonized officials have not been registered in the system, request that the primary contact person
add them to the organization. Enter a BRIEF project title, you will have the opportunity to detail your project further in the application.

To save or edit thiz form, click "Save"or "Edit"in the upper right hand cormer of the screen. Information entered into this form will be lost unless the "Save"icon iz selected before
moving on to the next form. If you wish to move back a screen, select the "Back"icon. Do not click on the main browser's back arrow. Doing so could unknowingly jeopardize the
integrity of the data entered into the application thereby interfering with your application submittal.

The Primary Contact is the individual in your organization who will be designated as the primary person responsible for this application from your organization. This individual will
receive automated email notifications when your attention is needed on this application.

The Authorized Official, if thiz is displayed, is the person from your organization who is authorized to submit the proposal and commit your organziation to the work involved.
Select the organization, if you belong to more than one, for which you will be submitting this application.

General Information

Primary Contact:* [gRp1 Testerj

Project Title:

TEST - P ject A - 04/10/13 —
(limited to 250 characters)* Tedse 110/ —I

Authorized Official:*

[BRDT Tester =]

Organization:® ITestAppIicant-Commerce BRD Organization1 x|

e The next screen summarizes the information that was submitted.
e The applicant can edit the information by clicking edit on the menu ribbon.

e The applicant is ready to start completing the program specific forms by clicking on the
Go to Application Forms

@Menu | B Help | @Log Out C.QBacM @

@ Application

Application: 10294 - TEST - Project A - 04/10/13
Program Area: DQC - Test Area
Funding Opportunity: 10275 - DOC - Test - BRD - BSTF - FY13
Proposal Deadline: (§/30/2013

Instructions

Fill out the form below and click "Save" Once completed and saved, click on the "Go to Application Forms"link to continue completing the rest of the application. Pick the
appropriate Primary, Additional and Authorized Officials. If additional contacts or authorized officials have not been registered in the system, request that the primary contact person
add them to the organization. Enter a BRIEF project title, you will have the opportunity to detail your project further in the application.

To save or edit this form, click "Save " or "Edit"in the upper right hand corner of the screen. Information entered into this form will be lost unless the "Save"icon is selected before
moving on to the next form. If you wish to move back a screen, select the "Back"icon. Do not click on the main browser's back arrow. Doing so could unknowingly jeopardize the

integrity of the data entered into the application thereby interfering with your application submittal.
Go to Application Forms

General Information

System ID: (294
Project Title: TEST - Project A - 04/10/13
Primary Contact: BRD1 Tester

Additional Contacts: BRD1 Tester

Organization: Test Applicant - Commerce BRD Organization1
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Forms:

e The application forms are all the sections of the application. You’ll need to go into each
one individually, enter the required information (*).
e The applicant must complete each form before he is able to submit the application.

% Application

Application: 10288 - TEST

Program Area: DOC - Test Area
Funding Opportunity: 10275 - DQC - Test - BRD - BSTF - FY13
Proposal Deadline: (§/30/2013
Requested Total: $52 50000

Instructions

Once you are done with all sections of your application and they have all been marked complete, click "Submit™ to swbmit your applicat]

Application Forms App

Form Name Complete?
General Information
BSTF Applicant Information-FY14
BSTF Project-FY14
BSTF Project Source and Uses SFY14
Supporting Documentation
Certification

LARASAS

e By clicking on the Form Name, then the form will open. (Note, the grantee can modify
any of the information until the application has been submitted).
e To enter data, click on Edit on the menu ribbon.
Dy venu | JB Help | il Log out < Back | | /% Edit |

4%{ Application

Application: 10440 - TEST - Annmarie - 04/18/13
Program Area: DOC - Test Area
Funding Opportunity: 10275 - DOC - Test - BRD - BSTF - FY13
Proposal Deadline: (§/30/2013

Requested Total:  $10,500.00

Instructions

Please provide detalled answers to the following sections, which will help us understand your project and will clearly identify the use of the BSTF funds.

Project Mark as Complete | Go to Application Forms
Describe the proposed activity.*
Describe the assisted entity or business (if applicable).

List the activities that involves the utilization of the BSTF funds.”
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e Each of the fields will open up.
e Enter the information.

e Once you have completed the required forms, then click save on the ribbon.

P Menu | B Help | <y Back|

Q{ Application

Application: 10289 - TEST

Program Area: DQC - Test Area
Funding Opportunity: 10275 - DOC - Test - BRD - BSTF - FY13
Proposal Deadline: (§/30/2013
Requested Total: $52 500.00

Instructions

This is instructions for the entire form you are asking an appilcant to fill in.

Eligible Applicant Information
Provide information about the eligible applicant

Program Eligibility

Eligible applicants are CRDC, Tribal
Governments along EDO, which are
located in a county that is not part

of a CRDC region and meet program ' Yes © No
eligibility requirements. Are you an
eligible applicant? *

e Once you save, you need to Mark as Complete.

&S Application

Application: 10314 - TEST - BSTF - 04-12-13
Program Area: DQC - Test Area

Funding Opportunity: {0275 - DOC - Test - BRD - BSTF - FY13
Proposal Deadline: (5/30/2013

Instructions
Thi

instructions for the entire form you are asking an appilcant to fill in.

Eligible Applicant Information Mark as Complete | )50 to Application Forms
Provide information about the eligible applicant

Proaram Eligibilitv

e Once all the forms have been completed, then the applicant would hit submit. Once
they hit submit, they cannot change the information.

Special Form Instructions:

Budget Form

e To create the budget, you will first need to click Add.
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e The overall project budget should be based on the deliverables. With the budget for
that deliverable split between the funding agencies and other funding sources.

e Enter the required information and Save. Do this for as many deliverables as you are
proposing. Just keep clicking the Add button and saving the information.

e |f you are requesting administration funds, Administration should be listed as the
deliverable.

Attachments

---Supporting Documentation form

e At the Supporting Documentation screen, click Add on the menu to attach documents
to this application

—

Menu | Help | ‘i Log out ) Back | | P Add |
i d

& Application

Application: 10440 - TEST - Annmarie - 04/18/13

Program Area: DQC - Test Area
Funding Opportunity: 10275 - DOC - Test - BRD - BSTF - FY13
proposal Deadline: (06/30/2013
Requested Total: $10,500.00

Instructions
Attach all supporting documentation. This could include letters of support from organizations, businesses or communities as well as any other documents that you feel is beneficial. You can
insert an urdimited number of attachments. Click "Add™ on the menu to attach documents to this application. Be sure to include a description of the attachment.

Supporting Documentation Mark as Complete | Go to Application Forms

Description File Name File Size Date Uploaded Delete?
Last Edited By:

e Next, click on browse to find the file on your computer

Menu | Help | 3 Log Out ~) Back | | k- save
Srvenu| | Hein | 9 o
C\‘{ Application

Attach File

Attach all supporting documentation. This could include letters of support from organizations, businesses or com

TS O o1y other documents that you feel is beneficial. You can
insert an unlimited number of attachments. Click "Add" on the menu to aftach documents to this application. BgfSure to include a des®ption of the attachment.
Browse...

Upload File:

Description:*
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e Double click on the file that you want.
e You are required to add an description of the file.
e Once, this is complete, then click on the Save button on the ribbon

D menu | BB Help | i Log Out <P Back |

@ Application

Attach File
Attach all supporting documentation. This could include letters of support from organizations, businesses or communities as well as any other documents that you feel is beneficial. You can
insert an unlimited number of attachments. Click "Add" on the menu to aftach documents to this application. Be sure to include a description of the attachment

Upload File: Browse.

Description:*

e You will return to the first screen. At this point you can add additional documents or
Mark As Complete.

Menu | Help | y Log Out - Back | | Add | |
\’j
Qs APP”CEHO”

Application: 10440 - TEST - Annmarie - 04/18/13
Program Area: DQC - Test Area

Funding Opportunity: 10275 - DOC - Test - BRD - BSTF - FY13
Proposal Deadline: (0g6/30/2013
Requested Total: $10 500.00

Instructions

Attach all supporting documentation. This could include letters of suppart from organizations, businesses or communities as well as any otber documents that you feel is beneficial. You can
insert an unlimited number of attachments. Click "Add" on the menu to attach documents to this application. Be sure to include a doscapkeaalibe attachment.

Supporting Documentation Mark as Completg

Description File Name File Size
Test. This is a test page for the applicaton.docx 13 KB

Go to Application Forms
ate Uploaded Delete?
06/18/2013 k)

Last Edited By: BRD1 Tester, 06/18/2013

e Once you selected, Mark as Complete, then you will return to the application forms
screen.
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-- Attachments (Inserting a document within a form)

e On several forms (Certification and Budget Narrative), you are asked to insert

attachments. However, when you click Edit, then the icon to insert attachment

disappears.

e After you have added the required information on the form, then click on save.

e Then the icon will appear to attach the documents.

Budget Attachments
Before you can insert the aitachments, please click on save; then the icon will appear to attach the documents. Multiply documents can be attached is a single PDF. if you need to aitach

additional documentation, please add those documents to the Supporting Documents section
Cost Estimates or Quotes
Please attach the cost estimates and/or quotes for any professional services or vendors to be utifized.

Cost Estimaty

Cost Estima

Letters of Commitment
Please attach any letters of commitment for the other funding sources.

Letters

ol

Letters

Last Edited By:

e Click on the icon to add a file
e The next screen will allow you to upload the file by clicking on Browse. Then, browse

your computer for the file.

es

All Fu
tod |:f7;' https://www.fundingmt.org/addCompenentEntityAttachment.do?pk=1367956380662 8&fd=ApplicationDoctestBudgetattachments2_BudgetAtt @ E| .
ead on -

Bervig

for ea

budg

hmen
Ise adq

wfes a

ost E4

(2 WebGrants - State of Montana - Windows Internet Explorer | = ® |

Attach File

Upload File:

Attach File

Once you have found the file on your computer, double click on the file and click Attach

File.
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